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THE WAY TO GET FIRED 

“Hello Mary. This is Marge. How was: your 
date last night?” 

Does the boss get tired of hearing telephone 
conversations like that? 

You bet he does. 

In fact, excessive use of the office phone for 
personal calls is rated the No. 1 complaint by 
500 business executives polled on their pet peeves. 

The mail poll was conducted on a nation-wide 
basis by the Albany Business College of Albany, 
New York. Mrs. Jane McNaughton Hummel, 
director of the school’s personality course, sum- 
med it up this way: 

“The executives said secretaries mix too many 
cocial activities with business activities.” 

The girls spend too much time flirting with 
masculine help. 

Too many friends call at the office. 

The bosses also complained of too frequent and 
prolonged trips to the lounge and noted an in- 
crease in the use of profanity. 

Some commented on the question of office: ro- 
mances. One upstate New York radio executive 
said: “O.K., if sensibly pursued.” 

The ideal secretary, the poll indicated, is 25 
years old, single, a brunette and possesses pre- 
vious business experience or schooling. 


PROFESSIONAL vs PROTECTIVE 

Heretofore we have defined the three-fold pur- 
pose of NSA as social, educational, and protec- 
tive. Hereafter we shall define it as social, educa- 
tior:al, and professional. We accomplish two 
things by this definition. First, we avoid the con- 
notation of unionism with which protective is too 
often associated. Second, by emphasizing pro- 
fessional we stress the fact that the work of a 
secretary is a profession deserving of a great 
national association. It is hoped that in your 
chapter literature and releases to the press you 
will be guided accordingly hereafter. 





The Rock Island Railway announces that they 
have set aside all seats in two of the de luxe 
coaches on. their streamliner, The Twin Star Rock- 
et. leaving Kansas City June 5, for members plan- 
ning to use this service to St. Paul. This stream- 
liner leaves Kansas City at 9:00 A. M. and ar- 
rives in St. Paul at 5:45 P. M. 

Delegates who wish to take advantage of this 
special service are asked to notify National Head- 
quarters, but actual reservations are to be made 
through their local ticket agents. All coach seats 
are reserved on The Twin Star Rocket, but no 
charge is made for this service. 

It is suggested that those desiring reservations 
make them as soon as possible. i/ is also im- 
portant that reservations for departure from 
St. Paul at the close of the convention be made 
as far in advance as possible. 

If your route includes Kansas City, and you 
can make connection with this train, you ought 
to ask your local ticket agent to route you ac- 
cordingly, because you would have one entire day 
of jolly’ companionship with other members in a 
coach exclusively NSA. 
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NSA VACATION RESORTS 


At these renowned resorts attractive discounts of 10% 


to 25% have been arranged for all secretaries 


the NSA emblem or presenting an NSA membership 


card. 

MARSHDALE LODGE 
Evergreen, Colorado 
VILLA D’ESTE HOTEL 
Miami, Florida 
TARRYALL RIVER RANCH 
Manitou Springs, Colorado 
OLD HEARST RANCH 
Pleasanton, California 
HOTEL PILGRIM 
Plymouth, Massachusetts 
NOISY WATER LODGE 
Ruidoso, New Mexico 
BELLA VISTA 
Bella Vista, Arkansas 
HOTEL DE LAS AMERICAS 
Acapulco, Mexico 
THE TOWN HOUSE 
Hot Springs, Arkansas 
LAZY RAY RANCH 
Jemez Springs, New Mexico - 
THE TRADING POST 
Allenspark, Colorado 
CM QUARTER CIRCLE RANCH 
Kalispell, Montana 
THE LODGE 
Cloudcroft, New Mexico 
YARMOUTH TAVERN 
Yarmouthport, Massachusetts 
LOMA LINDA LODGE 
Warren, Arizona 
P B LAZY DUDE RANCH 
Beehive, Montana 
DENTON’S MOUNTAIN INN 
Soquel, California 
SAGAMORE LODGE 
Sagamore Beach, Massachusetts 
MI CASA 
La Luz, New Mexico 
HOTEL DEL CAMINO 
Laguna Beach, California 
HOTEL VICTORIA 
Taxco, Mexico 
MC CARTHY GUEST RANCH 
Victorville, California 
F K BAR GUEST RANCH 
Wickenburg, Arizona 
LAGONITA LODGE 
Big Bear Lake, California 


Here NSA members may meet other members from 
other cities. Here are vacations combining thrift and 
pleasure. Here work is forgotten for frivolity and fun! 
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IN THE SPOTLIGHT 


Buffalo, New York: for the memorable din- 
ner meeting at which Miss Madge Taggart, 
assistant district attorney of Erie County, dis- 
cussed ‘Women in Politics”. 


Olympia, Washington: for the first issue 
of its very clever bulletin, EVERGREEN 
SKETCHES. 


San Bernardino, California: for the interest- 
ing dinner meeting at which Mrs. Ruth Mar- 
tinez, director of adult education of Chaffey 
College, spoke on “Strangers in Our Midst”. 


Denver, Colorado: for the delightful book 
review at which Mrs. Walter A. Renze review- 
ed “Talking Through My Hats”. 


Gary, Indiana: for the instructive dinner 
meeting at which Mr. Clyde Miller and Mr. 
Durkl, both of the Gary Board of Education, 
gave a movie-illustrated lecture on “We Are 
All Brothers”. 


Davenport, Iowa: for the gay inter-city 
meeting at which it entertained the Cedar 
Rapids chapter. 


Altoona, Pennsylvania: for the pleasant din- 
ner meeting at which Miss Margaret C. Collela, 
of the Meyer Jonassen Beauty Salon, discussed 
“Hair and Make-Up”. 


Muskegon, Michigan: for the merry Boss 
Night Dinner highlighted by an address by 
Mr. Frederic Grimm, prosecuting attorney of 
Muskegon County. 


St. Paul, Minnesota: for the interesting din- 
ner meeting at which Mr. Val Bjornson, of the 
S. Paul PIONEER-PRESS, spoke on “Iceland”. 


San Francisco, California: for the successful 
inter-city conference to which came members 
from Oakland, San Jose, Sacramento, Reno, 
Stockton, and Los Angeles. 


Akron, Ohio: for the delightful dinner meet- 
ing at which Mr. G. A. Bowie, of the public 
relations department of the Firestone Tire and 
Rubber Company, discussed “How to Get Along 
With Yourself”. 


Oakland, California: for the beautiful cover 
on its bulletin, LAKE MERRITT REFLEC- 
TIONS. 


Boston, Massachusetts: for the memorable 
dinner meeting at which Mr. George Alpert, 
prominent attorney and philanthropist, spoke 
on “A Secretary Is Important, Too”. 


Waterloo, Iowa: for the gay Boss Night 
Dinner at which Mr. Fred N, Cooper, director 
of the Iowa State Training School, discussed 
“Training Versus Custody’”’. 


Yankton, South Dakota: for the merry din- 
ner meeting at which Mr. Walter Mueller, popu- 
lar magician, rollicked his audience with al- 
most unbelievable feats of legerdemain. 


Des Moines, Iowa: for the instructive din- 
ner meeting at which Miss Vivian Walkup, 
past president of the Iowa Association of Reg- 
istered Nurses, discussed ““Panama’’. 


Salt Lake City, Utah: for the delightful book 
review at which Miss Helen Kimball reviewed 
“Miracle of the Bells’’. 


Seattle, Washington: for the pleasant dinner 
meeting at which Miss Kay Stang, beauty 
counselor, discussed “Body Contour’’. 


Springfield, Missouri: for its new yearbook, 
the best year book of 1947. 


Salina, Kansas: for the interesting dinner 
meeting at which Mrs. Edgar Davis, parlia- 
mentarian, discussed “Parliamentary Law”. 


Evansville, Indiana: for the lovely dinner 
meeting at which it entertained Aline Hower, 
NSA’s own letter-writing counselor. 


Los Angeles, California: for the unforget- 
table candlelight musicale given for the bene- 
fit of its business college scholarship fund. 


Tulsa, Oklahoma: for the instructive dinner 
meeting at which Mrs. Andrew J. Barrett, 
guest speaker, spoke on “France”. 


(Continued on Page 4) 
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(Continued from Page 3) 


Springfield, Ohio: for the most artistic let- 
terhead ever designed by any chapter. 


Richmond, Indiana: for the delightful din- 
ner meeting at which Miss Shirley Crabb, guest 
speaker, discussed “South America”. 


Youngstown, Ohio: for the festive Boss 
Night Dinner highlighted by the address of 
Dr. Joseph R. Smith, dean of Youngstown 
College. 


Baltimore, Maryland: for the lovely dinner 
meeting at which Mrs. Evelyn Kunego, Barbara 
Gould representative, discussed “Make-Up”. 


Lake Charles, Louisiana: for its generous 
donation to the victims of the Texas City ex- 
plosions. 


Canton, Ohio: for the instructive dinner 
meeting at which Mr. Stuart Smythe, of the 
Stenograph Corporation, talked on “The Steno- 
graph”. 


Wheeling, West Virginia: for the interesting 
dinner meeting at which Mr. Howard D. Mat- 
thews, prominent attorney, discussed “The 
General Duties of a Secretary and the Em- 
ployer’s Obligation to a Secretary”. 


Until our magazine becomes larger, space will not permit 


Cincinnati, Ohio: for the pleasant dinner 
meeting at which Miss Phyllis Swisher, guest 
speaker, spoke on “Your Telephone Voice’”’. 


Alexandria, Louisiana: for the first issue of 
THE BOOT, one of the. best new bulletins of 
the month. 


Jackson, Mississippi: for the lovely dinner 
meeting at which Miss Frances Sale, director 
of the Field Cooperative Association, discussed 
“Secretarial Etiquette”. 


Boise, Idaho: for the delightful book re- 
view at which Mrs. Wallace K. Pond reviewed 
Clifton Fadiman’s “Reading I Have Liked’. 


Baton Rouge, Louisiana: for the artistic 
covers on its bulletin, SOUTHERN BELLE. 


Champaign, Illinois: for the pleasant din- 
ner meeting at which Mrs. Margaret Fisher, 
guest speaker, discussed “Business Ethics”. 


Duluth, Minnesota: for the unforgettable 
dinner meeting highlighted by six guest speak- 
ers, all supplied by the public relations panel 
of the Eleventh Judicial District Bar Associa- 
tion. 


monthly mention of every chapter's activities. 





WE WELCOME 


Ada, Oklahoma—Installed April 25 by registrar Nel- 
lie Voelker. Officers: Mrs. Ervin L. Haley, president; 
Velma Perkins, vice-president; Winifred A. McCauley, 
corresponding secretary; Charity M. Johnson, record- 
ing secretary; Mrs. Ernest H. Schroeder, treasurer. 


Denver, Colorado—Installed April 21 by registrar 
Helen Adams. Officers: Mina Myers, president; Lucille 
Hedges, vice-president; Elona Haskins, corresponding 
secretary; Margaret Deweese, recording secretary; 
Neva Olson, treasurer. 


Lake Charles, Louisiana—Installed April 15 by reg- 
istrar Cora Selzer. Officers: Helen Humphrey, presi- 
dent; Bel Ellender, vice-president; Elsie Henderson, 
corresponding secretary; Kathleen Kaufman, record- 
ing secretary; Corinne Van Gorder, treasurer. 


Owensboro, Kentucky—Installed April 10 by reg- 
istrars Virginia Lee Mehard and Mary Lach. Officers: 
Mrs. Virginia L. McIntosh, president; Helena C. Fisher, 
vice-president; Yolanda Berardo, corresponding sec- 
retary; Mrs. Thelma Jamieson, recording secretary; 
Nancy L. Bosley, treasurer. 


Casper, Wyoming—Installed April 18 by registrar 
Ruth Palmer. Officers: Dixie Lam, president; Hannah 
E. Carter, vice-president; Dollie Mackay, correspond- 
ing secretary; Margaret A. Beaton, recording secre- 
tary; Dorothy M. Morris, treasurer. 


El Centro, California—Installed April 10 by regis- 
trars Virginia and Betty Veach. Officers: Mrs. Alice 
Cole, president; Marjorie Thomas, vice-president; Ruth 
Strahm, corresponding secretary; Elizabeth Weiss, 
recording secretary; Blanche Channon, treasurer. 


Lawton, Oklahoma—Installed April 7 by registrar 
Nellie Voelker. Officers: Lillie Mae Frazier, president; 
George Ann Brown, vice-president; Wanda Deviney, 
corresponding secretary; Dorothy Abbott, recording 
secretary; Mrs. Aileen Bradley, treasurer. 


Eau Claire, Wisconsin—Installed April 10 by regis- 
trar Florence Graddy. Officers: Margaret E. Leonard, 
president; Alice Hammer, vice-president; Mrs. Lillian 
McCluskey, corresponding secretary; Lucille H. Ander- 
son, recording secretary; Marion E. Smith, treasurer. 


Yakima, Washington—Installed April 18 by regis- 
trar Jean Ward. Officers: Laura Bauer, president; Lois 
Freeth, vice-president; Freda Courtright, correspond- 
ing secretary; Betty Sandnes, recording secretary; 
Selma Steele, treasurer. 


Milwaukee, Wisconsin—Installed April 16 by reg- 
istrars Hazel Campbell and Kathleen McDermott. Of- 
ficers: Florence Murray, president; Evelyn L. Oelhafen, 
vice-president; Alletta J. Waroe, corresponding sec- 
retary; Catherine L. Schmidt, recording secretary; 
Betty Ungrodt, treasurer. 
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NSA installs in Ardmore, Oklahoma 


Marcelle Sharman, president of 
Francisco's third chapter. 


Butte, Montana, chapter 


Mayor Wilber J. Teeters welcomes 
NSA to Iowa City, Iowa, and congratulates 
President Hazel Sawdey 


LaCrosse, Wisconsin, chapter receives charter. Seated (lef 
to right):Hazel Campbell, registrar; E. H. Woehrmann, sec 
retary of Chamber of Commerce; Kathleen McDermott, regis 
trar. Standing (left to right): Marita Morgan, corresponding 
secretary; Ruth Skailand, president; Corinne Husemann, record 
ing secretary; Ruth Knudsen, vice-president; Mary Svec, treas 


urer. 

















He who does just what he is paid for gets 
paid for just what he does. 
—tTHE SAN FRANCISCAN (San Francisco, California) 


The important thing is not so much where we 
stand, but in what direction we are moving. 
—-THE TATTLER (Evanston, Illinois) 


Baby care is something which must be learned 


from the bottom up. 
—THE COPPER DIGGER (Butte, Montana) 


The years that a woman subtracts from her 
age are not wasted; she merely adds them to the 
ages of other women. 

~—CHANNEL CHATTER (Stockton, California) 


Never judge a man by his manners toward 
his superiors; judge him by his manners toward 


his inferiors. 
—THE BUZZER (Akron, Ohio) 


Most of us spend one-half of our time wishing 
for things we could have if we didn’t spend one- 
half of our time wishing. 

—EVERGREEN BARK (Denver, Colorado) 


Executive ability is an art developed by the boss 
who convinces his wife that he hired his pretty 
secretary because of her business experience. 

—THE BULLETIN (St. Paul, Minnesota) 


Keep your eyes wide open before marriage— 
and half closed thereafter. 
—THE CRYSTAL GAZER (Toledo, Ohio) 


A chip on the shoulder is an indication of wood 
higher up. 


—KORNEY KERNELS (Lincoln, Nebraska) 


A minor operation is an operation performed 


on somebody else. 
—KAT TALES (Muskegon, Michigan) 


It takes two to make a marriage—a single girl 
and an anxious mother. 
—AROUND THE SQUARE (Springfield, Missouri) 


Accuracy is the twin brother of honesty. 
—SUGAR ‘N SPICE (Bay City, Michigan) 


What bothers the boss is the number of un- 
employed on the payroll. 
—THE BooT (Alexandria, Louisiana) 


An error doesn't become a mistake until you 
refuse to correct it. 
—THE OFFICE SNOOZE (Wheeling, West Virginia) 


There isn’t any justice. If you pay your income 
tax honestly, you go to the poorhouse; if you pay 
it dishonestly, you go to jail. 

—THE BULLETIN (Little Rock, Arkansas) 


Best from the Bulletins 


SUFFICIENT 
UNTO THE DAY 


by CeLiA NEIMAN 


A little girl is a lovely thing, 

With eyes that shine and hair that flies, 
And a tongue that runs both wild and free 
At the wondrous, wondering age of three. 


It's what's this, Mother, and what is that, 
And does a rabbit wear a hat, 

And when will Dolly be tall as me, 

And do the potato's eyes really see? 


And is the sky high, and what is rain, 
And will tomorrow come again? 

And do mice talk, and do bears have skin, 
And what is out, Mother, and what is in? 


A little girl is a precious thing, 

With hair like wind and tongue as fleet, 
And, oh, the miracle just to be 

The marvelous, marveling age of three! 


—THE SALUTE (Salt Lake City, Utah) 
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Well, if you’d quit stuffing your mouth full of clove 
candies, unclamp that four day old stogie, and get a 
good grip on your bridge-work when you dictate, 
maybe I could decode some of your rumblings! 


courtesy of 
NATIONAL NEWSPAPER SERVICE 
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Plans are nearing completion for our 1947 Na- 
tional Convention in St. Paul from June 5 to 
June 8. 


National Headquarters will have an office off 
the main lobby of the St. Paul Hotel. On display 
in the National Headquarters Office will be the 
scrapbooks and bulletins of the many chapters 
entering the contests for the best scrapbook of 
the year and the best bulletin of the year. To 
greet you in the National Headquarters Office 
will be your national officers, your managing di- 
rector, and your legal counselor. 


The registration fee for the convention is $10 
a person. Included in the registration fee are the 
tickets for the Saturday evening banquet and the 
Sunday morning breakfast. For the Friday noon 
luncheon and the Friday evening district dinners 
the tickets will be $1.65 and $2.75, respectively. 


The business sessions of the convention will 
begin Friday morning at nine o'clock and continue 
through Saturday afternoon. Following are the 
special activities: 


Thursday Evening 


Open House. Co-hostesses: St. Paul and 
Minneapolis chapters 


Friday Noon 


Luncheon and Fashion Show. 
Fashions by Field-Schlick, Inc. 


Friday Evening 
District Dinner Meetings. An opportunity 
to become better acauainted with mem- 
bers in your district and to exchange 
ideas concerning chapter activities 


Saturday Evening 


Cocktail Party and Banquet.. Enter- 
tainment and guest speaker 


Sunday Morning 
Farewell Breakfast. Awarding of scrapbook 
prize and bulletin prize, and installa- 
tion of new officers 


PAGE SEVEN 


1947 National Convention 


The nominating committee has tabulated and 
verified the votes cast by the various chapters for 
the purpose of nominating candidates for the 
national offices. Many votes were cast, but (after 
eliminating three candidates who voluntarily re- 
jected) only one candidate for each office quali- 
fied with the required minimum of five votes. They 
are: 


President 
Irene Gadelman of Tulsa, Oklahoma 


Northwestern Vice-President 
Karn Marie Hansen of St. Paul, Minnesota 


Northeastern Vice-President 
Esther Evans of Columbus, Ohio 


Southwestern Vice-President 
Virginia Chapman of St. Louis, Missouri 


Southeastern Vice-President 
Helen Kane of Charleston, West Virginia 


Secretary-Treasurer 
Dorothy Henderson of Kansas City, Missouri 


The names appearing above will be the only 
names appearing on the printed ballot to be given 
to each delegate. However, the privilege will be 
given to write on the ballot the name of any 
candidate nominated from the floor by five or 
more endorsements. 


Members of the chapter-at-large will meet at 
an informal dinner on Friday evening for the 
purpose of selecting a delegate and alternate. 


All requests for hotel rooms must be made 
before May 24 to: 


Miss Mary Stenson, Housing Chairman 
1022 New York Building 
St. Paul 1, Minnesota 


For all events dress will be informal. 


CLARA KRUEGER 
Convention Chairman 











BETTER SPEECH 


by GrorcE R. TurNER 


WATCH THESE WORDS 


Mourn and grieve: One who grieves suffers 
deep mental anguish. One who mourns may give 
only formal or conventional evidence of his sor- 
row. ‘She is still grieving for her husband.” “The 
entire nation mourned his death.” 


Lawful and legal: That is lawful which is in 
accord with the spirit of the law. That is legal 
which conforms to the letter of the law. “A law- 
ful contract.” “A legal proceeding.” 


Stanza and verse: A verse is one line of poetry. 
A stanza is a group of verses. 


Neglect and negligence: Neglect means leav- 
ing something undone. Negligence means habitual 
carelessness. “Neglect of duty brings misfortune.” 
“Negligence is a bad habit.” 


Ingenious and ingenuous: We say that a per- 
son is ingenious if he is inventive or clever. We 
say that he is ingenuous if he is naive or free 
from reserve. “It takes an ingenious man to re- 
pair his own car on the road.” “The ingenuous 
child told the whole story in an ingenuous man- 
ner. 


Illusion and delusion: Delusion implies a false 
(often harmful) impression concerning real things. 
Illusion ascribes reality (often pleasing) to what 
exists only in fancy. “He labors under the delusion 
that he is in good health’. “A mirage is an 
illusion.” 


Argue and debate: To argue is to adduce rea- 
sons in support of one’s cause or position. To 
debate is to argue formally or publicly, or to de- 
liberate with oneself. “He argued that he could 
swim.” “Congress debated the question for 
weeks.” 


Adverse and averse: Adverse refers chiefly to 
an opinion or intention. Averse refers mainly to 
feeling or inclination. “He is adverse to amend- 
ing the law.” “He is averse to flattery.” 


Apt and likely: Apt means habitually tending 
to do something. Likely stresses the idea of prob- 
ability. ““The lake is apt to freeze in the winter.” 
“It is likely to rain.” 


Impertinent and impudent: One is impertinent 
who meddles or intrudes in things not one’s con- 
cern. One is impudent who is unblushingly or 
shamelessly impertinent. “She questioned him im- 
pertinently.” “She was an impudent hussy.” 


Lucky and fortunate: A person is lucky when 
he is favored by the element of chance. A person 


is fortunate when he is the recipient of anything 
good. 


Scarce and rare: Scarce things are those which 
can be had for a time in less quantity than usual. 
Things are rare when only a few exist. ‘Potatoes 
are scarce this winter.” “Great leaders are rare.” 


Practical and practicable: That is practicable 
which can be accomplished. That is practical (op- 
posed to theoretical) which can be turned to use 
or account. “Radio communication has proved to 
be practicable.” “Tractors are practical for large 
farms.” 


Compensation and remuneration: Compensa- 
tion means an appropriate return for services 
rendered. Remuneration adds to compensation the 
implication of reward. 


Authentic and genuine: Authentic means au- 
thoritative. Genuine means real or true. “An au- 
thentic record.” “A genuine ruby. 


Answer and reply: An answer is a response to 
a question. A reply is a more formal answer. We 
reply to a charge or formal communication; we 
answer an ordinary letter or question. 


Comic and comical: What is intended to be 
funny is comic. Something or someone uninten- 
tionally funny is comical. ‘I like comic stories’. 
“He presented a comical appearance’. 


As far as and so far as: As far as expresses 
physical distance. So jar as implies a mental limita- 
tion. “As far as the eye can see.” “So far as I am 
able.” 


Occur and happen: Occur applies to a definite 
event. Happen involves more of the element of 
chance. ‘It occurred at midnight.” “It may happen 
yet. 


Habit and custom: Habit implies a settled dis- 
position or tendency due to repetition. Custom 
suggests the fact of repetition rather than the ten- 
dency to repeat. ‘He has a habit of reading the 
paper in bed.” “According to custom, the bride 
unveiled.” 


Gourmand and gourmet: A gourmet is a con- 
noisseur in eating and drinking. A gourmand is 
one who eats large quantities of good food. 


Conscious and aware: We are conscious of 
what we feel within ourselves. We are aware of 
what we perceive outside ourselves. ‘He is. not 
conscious of his shortcomings.” “I was not aware 
cf the storm.” 
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THE LETTER CLINIC 


by A.inE’E. Hower 


HAVE A SENSE OF DIRECTION 


The owner of a small, successful business was 
asked what he thought had contributed most to 
his progress. He answered: “Blueprints. I never 
hire a man until I know definitely what work he 
is to do, never buy material until I know where, 
how, and when it will be used and how I will pay 
for it.” 


He hit upon the very foundation of all success, 
a sense of direction. 


Most letter-writing failures today are due to a 
lack of this. 


“I’m snowed under.” 
“If there weren't so many interruptions!”’ 


That is what many letter writers say. They 
feel there is no time to think. But why send a 
letter unless enough thought is in it to make it 
succeed? 


Here is an idea that has proved very helpful. 


Sort Your Incoming Mail 


Sort your incoming mail into three groups: (1) 
That which is urgent, (2) that which is routine, 
(3) that which will require careful thought. 


Handle the letters in the order given. While 
you are working on the first two groups, your 
mind will also be considering, wholly without 
strain, No. 3. As you go along, you can even 
turn to No. 3 to jot down any ideas that may 
come to you. Then, when ready for it, the third 
pile of letters will be almost as easy and quick 
to handle as the others, for you will have thought 
your answer through. To get a good sense of 
direction, one large public utility has a supervisor 
discuss many of the letters with the various cor- 
respondents before dictation is ever started. For 
each letter, the correspondent makes a list of the 
ideas to be covered. 


With a good sense of direction, you consider the 
letter from the reader's point of view. You cut 
its length. You make it more friendly. You don’t 
lumber on with one phrase after another, like this; 
“On receipt of your letter of April 8, with regard 
to the next shipment of milk pails on your order 
given our Mr. Jones, we immediately took the 
matter up with our factory, and it now informs 
us that arrangements can be made to change the 
specifications as you desire.” 


Gloom Not Wanted 


You start off pleasingly: “Because you got word 
to us so promptly, we have been able to change 
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the size and quantity on your next shipment of 
milk pails. Glad to do it!” 


With a good sense of direction, you do not 
write a former customer in an accusing, gloomy 
way, ‘We are sorry to note from your account 
record that you have not been buying from us 
recently." You make him feel wanted, “The ap- 
pearance of your account record on our desk 
makes us lonesome for a good customer.”’ Instead 
of saying: ‘Your contract will expire October 21,” 
you put it: “Your contract is subject to renewal 
November 1."’ You use persuasion-plus in buying, 
these days: “We realize that our letter of Octo- 
ber 30 gave you a fistful of work. This asked for 
delivery information on several of our orders. 
Has this letter been misplaced or merely tucked 
down at the bottom of the pile? May we hear 
from you immediately?” 


“I think,”” said a young executive who writes 
letters for the largest jobbing organization in the 
United States, ‘that in order to get a good sense 
of direction for my letters, it would be helpful 
to have a little card on my desk before me all the 
time. This card could give me a list of points 
to remember in writing letters.” 


Then, to illustrate his idea, he took the les- 
sons we had been sending him and made a 
resume of them. I feel he did such a good job 
that perhaps you will enjoy his resume and find 
it helpful. 


Resolved—To Write a Better Letter 
1. Outline the materials to be covered. 
2. Plan your letter from the reader's viewpoint. 


3. Open with a smile... 
Deductive method to say “Yes” 
Inductive method to say “No” 


. Use short, clear, forceful sentences. 
Use short paragraphs—6 to 8 lines. 
Be concise. 

. Use words that smile-—glad, happy, etc. 


. Avoid trite expressions. 


. Avoid words you would not use in normal 
conversation. 


10. Remember that ‘‘a soft answer turneth away 
wrath.” 


11. Make your closing an ACTION invitation. 
12. Make every letter sell! 








A Better Way te Do It 


When addressing postcards and envelopes you 
can cut time in half, reduce platen rolling to a 
minimum and eliminate removing each card, by 
feeding in front of the platen rather than in the 
usual manner. This is accomplished by typing first 
card, then rolling platen backward to 4” from 
top of card, inserting bottom of second card di- 
rectly under top of first, rolling backward and 
then typing second card. If this is continued, 
cards will pile up in back of the platen in sequence 


typed. _ 
GERALDINE R. DAY 
50 Gates Circle 
Buffalo, New York 


When making an exact copy of an article, use 
the same typewriter (or identical type) as used 
on the original. Place copy exactly over the origi- 
nal, then hold up to the light or in front of a 
desk lamp in such a manner that the light pene- 
trates. If your copy is correct, it will match per- 
fectly the original and there will be no further 
need for proofreading. 

WILMA A. COTTON 
3863 West Pine Boulevard 
St. Louis, Missouri 

Inventory or index cards, when only one line 
on the bottom is to be filled in on the typewriter, 
can wear you out rolling them around the platen 
to get to that bottom line. To avoid this, fold 
a sheet of paper as you would make a knife pleat 
in a skirt, making the depth of the pleat exactly 
the same as the space below the line on which 
you wish to type. Insert the sheet in the type- 
writer with the open pleat just below the typing 
space. No rolling is then necessary, because the 
cards can be slipped into the pleat and are instant- 
ly in position to be typed. 

PEGGY KING 
Fisher-Brown, Inc. 
Pensacola, Florida 

For an even margin at the bottom of letters 
longer than one page, or in typing manuscripts: 
Use a backing sheet and to the lower right hand 
corner fasten a strip cut from the back of any 
envelope, or any adhesive strip, doubled, so that 
it extends beyond the side of the letterhead about 
\4" and is 214” long. Mark with a blue line at the 
2” mark (from bottom), and with a red line at 
the 1” mark (from bottom). This will serve as a 
warning signal that you are coming to the bottom 


of the page. 
RUBYE L. KESLER 
641 Aldine Avenue 
Chicago, Illinois 





For each acceptable contribu- 
tion to this column, National 
Headquarters will present to the 
contributor a check for 4 
Contributions must be limited 
to 100 words or less, and 
must discuss such things as time 
savers, short cuts, tactful con- 
duct, and other helpful hints de- 
signed to further the interests of 
both the secretary and her em- 
ployer. 
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Designed Especially for 


NSA 


Made of Highest Quality Envelopes Tinted Inside 
100% Rag Paper in to Match Sheets 
Luscious Bon Bon Colors NSA Crest in Gold 


Dainty feminine note size 
60 Sheets 30 Envelopes 


$150 
POSTPAID 


National Secretaries Association 
1005 Grand Avenue 
Kansas City, Missouri 


RUNNIN SIO ss casescsesdotandencrecaccaceenccs Boxes NSA Stationery 
dich. Series SD si Sececcene! CRODIG ccesscscccsese Green 
sata Ivory ................Peach Check 6...............Enclosed 
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WE PRINT The Secretary 


LET US PRINT 
YOUR 


BULLETINS - YEAR BOOKS 
PROGRAMS 
LETTERHEADS and ENVELOPES 


Attractive Prices 
To 
All NSA Chapters 
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415 East 10th Street—Kansas City, Missouri 
Phone VI. 5456 - 5457 


Official Printers 


for 


The National Secretaries Association 
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>+ WIN LOCAL RECOGNITION 
and PRESTIGE 
for YOUR CHAPTER! 


ANT to help YOUR CHAPTER to win still greater 

recognition and prestige .. . right in your own com- 
munity? Then check this new NSA idea .. . it’s simple, friend- 
ly, and sincere . . . and it always succeeds. 


At every meeting let each member buy cartons of these 
impressive imprinted NSA book matches. Then, by distribut- 
ing them throughout the offices in which she is employed, 
each member can have the pleasure of participating in an 
important chapter public relations activity. 


Every year, as you know, advertisers spend millions of 
dollars for book matches . . . consider them “tops” as sales- 
stimulators. Now, at very small cost, these book matches can 
flash your NSA message before thousands of your town’s top 
executives . . . the very men whose esteem and goodwill are 
so important to you and your chapter. 


But that’s not all. These book matches help you to attract 
new members. Each book, having twenty “lights”, repeats the 
NSA message twenty times . .. makes many persons know 
about your chapter, know where it is and what it does. Arouse 
interest now, start folks talking NSA—start these book 
matches working for you! 


ACT NOW! —Our supplier has so many orders for 


advertising matches that he can’t promise better than 45- 
day delivery. So it’s best to order your supply promptly .. . 
in fact, RIGHT NOW! The cost is low... the results amazing 
—so don’t delay! 


HOW TO USE MOST EFFECTIVELY 


@ Sell your chapter’s NSA matches to members for distribution at 
their offices 


@ Sell your matches by the case to office building cigar stands. They 
need matches to give with tobacco purchases. Will gladly pay about 
$5.00 a case for yours ... and then they’ll pass the NSA word 
around by putting your NSA matches into the hands of thousands of 
smokers. 


@ See that local executives, personnel managers, office managers, are 
always liberally supplied with your NSA matches. Keep your ad- 
vertising matches on their desk, and in their hands and pockets... 
it will pay you well. 

@ Keep your NSA matches near every ashtray at your club rooms... 
in “help yourself” bowls, too. 

@ Distribute NSA matches freely, at Boss Night dinners, Guest Night 
dinners, and similar occasions. Remember, the more you distribute— 
either free or at cost—the greater your results! 


NOW! G//ical NSA Book Matches! 





Distinctively Different 
NSA matches are printed on super-deluxe 
ruby-red stock, with the NSA message and 
your chapter name (or your own name) in 
gold. Even the ‘‘texture’’ is different—at- 
tracts more attention to your message on the 
front cover. And the cost is low... 


Only 29 


A Carton of 50 Books 


Minimum order - 2500 books .. . $14.50 








Fill Out This Coupon - Mail Today! 


National Secretaries Association 
1005 Grand Avenue 
Kansas City, Missouri 


Please send US................ cases of NSA 
Super-Deluxe Book Matches at $14.50 
a case of 2500 books. We enclose check 


Four cases or more, same imprint, 
freight paid. 1, 2 or 3 cases, f.o.b. 
niversal Match Corporation, 

St. Louis, Mo. 


IMPRINT OUR MATCHES AS FOLLOWS: 
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Cities in Which NSA CHAPTERS Have Been Yormed 


Kansas City, Missouri 
Topeka, Kansas 
Tulsa, Oklahoma 
Little Rock, Arkansas 
St. Louis, Missouri 

Ft. Wayne, Indiana 
Davennort, Iowa 
Springfield, Missouri 
Omaha, Nebraska 
Pontiac, Michigan 
Birmingham, Alabama 
Nashville, Tennessee 
Rockford, Illinois 
Wichita, Kansas 
Austin, Texas 

Ft. Smith, Arkansas 
Chicago, Illinois 
Joplin, Missouri 
Evansvillle, Indiana 
Denver, Colorado 
Cedar Rapids, Iowa 
Memphis, Tennessee 
Salina, Kansas 

Big Spring, Texas 
Waterloo, Iowa 
Bloomington, Illinois 
Albuquerque, New Mexico 
Charlotte, North Carolina 
Enid, Oklahoma 

El Paso, Texas 
Columbus, Ohio 

East St. Louis, Illinois 
Decatur, Illinois 
Louisville, Kentucky 
Orange, Texas 
Detroit, Michigan 
Sioux City, Iowa 
Boise, Idaho 

Jackson, Mississippi 
Mobile, Alabama 
Pensacola, Florida 
Butte, Montana 
Clinton, Iowa 
Evanston, Illinois 
Saginaw, Michigan 
Alexandria, Louisiana 
Paducah, Kentucky 
Lansing, Michigan 
Cleveland, Ohio 
Portland, Oregon 

St. Paul, Minnesota 
Salt Lake City, Utah 
Monroe, Louisiana 
Pueblo, Colorado 
Reno, Nevada 
Jamestown, New York 
Canton, Ohio 
Sacramento, California 
Des Moines, Iowa 
Ventura, California 
Port Arthur, Texas 
Hollywood, California 
Muskogee, Oklahoma 
Shreveport, Louisiana 
Wichita Falls, Texas 
Bartlesville, Oklahoma 
Lincoln, Nebraska 
Miami, Florida 
Chattanooga, Tennessee 


Jefferson City, Missouri 
Minneapolis, Minnesota 
Sioux Falls, South Dakota 
Cheyenne, Wyoming 
Colorado Springs, Colorado 
San Angelo, Texas 
Muncie, Indiana 

Atlanta, Georgia 

Baton Rouge, Louisiana 
San Bernardino, California 
Richmond, Indiana 

North Platte, Nebraska 
Okmulgee, Oklahoma 
Oklahoma City, Oklahoma 
Santa Barbara, California 
Texarkana, U. S. A. 

San Antonio, Texas 
Orlando, Florida 
Amarillo, Texas 
Bakersfield, California 
Kalamazoo, Michigan 
Manhattan, Kansas 

Joliet, Illinois 

Kokomo, Indiana 

Alton, Illinois 

Cape Girardeau, Missouri 
Rochester, Minnesota 
Oak Park, Illinois 

Battle Creek, Michigan 
Mason City, Iowa 

Fargo, North Dakota 
Flint, Michigan 
Kankakee, Illinois 
Quincy, Illinois 
Beaumont, Texas 
Charleston, West Virginia 
Dayton, Ohio 

San Diego, California 
Seattle, Washington 
Lubbock, Texas 
Lexington, Kentucky 
Tampa, Florida 

Fresno, California 
Spokane, Washington 
Wheelina, West Virginia 
Santa Rosa, California 
Springfield, Ohio 
Baltimore, Maryland 
Huntington, West Virginia 
Springfield, Illinois 
Corpus Christi, Texas 
Parkersburg, West Virginia 
Abilene, Texas 
Indianapolis, Indiana 
Galveston, Texas 
Riverside, California 
Ottumwa, Iowa 

Terre Haute, Indiana 
Peoria, Illinois 

Burlington, Iowa 
Galesburg, Illinois 
Greeley, Colorado 
Anderson, Indiana 
Toledo, Ohio 

Shawnee, Oklahoma 
Hannibal, Missouri 

South Bend, Indiana 

San Francisco, California 
Kansas City, Kansas 
Lima, Ohio 


Lawrence, Kansas 
Yankton, South Dakota 
Jacksonville, Illinois 
New Orleans, Louisiana 
Columbia, Missouri 
Junction City, Kansas 
Frankfort, Kentucky 
Emporia, Kansas 

Garv, Indiana 

Jackson, Michigan 
Oakland, California 

Bay City, Michigan 
Washington, D. C. 
Grand Rapids, Michigan 
Aurora, Illinois 
Stockton, California 
Tucson, Arizona 

Duluth, Minnesota 
Raleigh, North Carolina 
Phoenix, Arizona 

San Jose, California 
Winston-Salem, North Carolina 
Erie, Pennsylvania 
Buffalo, New York 

Ann Arbor, Michigan 
Vallejo, California 
Muskegon, Michigan 
Asheville, North Carolina 
Akron, Ohio 

Pittsburgh, Pennsylvania 
Youngstown, Ohio 
Harrisburg, Pennsylvania 
Los Angeles, California 
Cincinnati, Ohio 
Portsmouth, Ohio 
Council Bluffs, lowa 
Santa Fe, New Mexico 
Redwood City, California 
Coffeyville, Kansas 
Altoona, Pennsylvania 
Rochester, New York 
Mansfield,Ohio 

San Luis Obispo, California 
Norfolk, Virginia 
Boston, Massachusetts 
Long Beach, California 
Salem, Oregon 

Palo Alto, California 
Iowa City, Iowa. 
Champaign, Illinois 

Fort Dodge, Iowa 
Hutchinson, Kansas 
Covington, Kentucky 
Warren, Ohio 

Boulder, Colorado 
Chanute, Kansas 
Tacoma, Washington 
Ardmore, Oklahoma 
Mankato, Minnesota 
LaCrosse, Wisconsin 
Trinidad, Colorado 
Vicksburg, Mississippi 
Fort Collins, Colorado 
Pampa, Texas 
Olympia, Washington 
Burbank, California 
Milwaukee, Wisconsin 
Grand Junction, Colorado 
Provo, Utah 

Eau Claire, Wisconsin 
Lawton, Oklahoma 
Owensboro, Kentucky 
E] Centro, California 
Ada, Oklahoma 

Lake Charles, Louisiana 
Casper, Wyoming 
Yakima, Washington 











